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Title: Incentive Awards and Recognition

1. POLICY

All Goddard cash and honor awards and recognition will be aligned with the Center’s core values, its
mission, strategies, and goals consistent with the Center’s current Strategic Implementation Plan.

Awards are to recognize organizational and employee performance and accomplishments, as well as to
enhance organizational climate and employee morale.

Awards will Lg;ovide: for individual and group recognition and will recognize civil servants, contractors, and
others who, through partnerships, support NASA’s mission at Goddard.

The actual awards and recognition are to be consistent with the purpose of the award itself and provide
special acknowledgment of the accomplishments.

2. APPLICABILITY

The scope of this instruction encompasses all awards granted by the Goddard Space Flight Center and
sula)olfldinate ZA?rgafilizational components, to include Performance, Special Act, Quality Increase, Time-off,
and Honor Awards.

Details of the award categories and criteria of supporting processes are identified in appendices to this GPD.
They include:

Appendix A: Matrix Summary of Awards and Nomination Processes
Appendix B: Center Honor Awards

Appendix C: Awards Review and Selection Processes

Appendix D: Directorate Awards Activities

Appendix E: Time-off Awards

Appendix F: Performance Awards and Cash Awards for Special Act or Service

Note: Appendices may be updated more frequently than the GPD.

3. AUTHORITY

a. 5 United States Code Chapters 45 (Incentive Awards), 53 (Pay Rates and Systems), and 54
(Performance Management and Recognition System).

b. 5 Code of Federal Regulations Parts 451 (Awards), 531 (Pay Under the General Schedule), and 534
(Pay Under Other Systems).

¢. Omnibus Budget Reconciliation Act of 1981.

d. Executive Order 11438 dated December 3, 1968.

e. NASA Management Instruction 3451.1.

f. 14 Code of Federal Regulations Part 1240 (Inventions and Contributions).



g. Procedures granting monetary awards for reported scientific and technical contributions to NASA and
contractor employees. ‘

4. REFERENCES
a. NASA Strategic Plan - most recent version.

b. 1997 Goddard Space Flight Center: Implementing NASA’s Strategies for the 21* Century (and
subsequent Center plans). -

c. Union agreements.
d. Directorate Awards Guidelines.

e. Annual Awards Brochure.

5. RESPONSIBILITIES

a. The Center Director, Directors of, supervisors, and review committees are responsible for maintaining
the inte%rity of the Center Awards Program consistent with the stated awards policies and providing fair and
equitable consideration to all employee and group accomplishments.

b. All employees (both supervisor and non-supervisory), as well as contractors and partners, are
responsible for identifying, nominating, and providing peer input on performance and accomplishments
deserving recognition and award.

¢. The Office of Human Resources is responsible for awards budget formulation, administration of the
Center Awards Program; review of awards for adherence to policy and regulations; and providing
communications, training, and reference material on the awards and recognition program.

d. Center review committees are responsible for assuring approved nominations are consistent with awards
criteria, relevant information has been considered in reviews, and the integrity of the review process is
maintained.

6. DELEGATION OF AUTHORITY

a. Approval of Presidential Rank Awards, SES Bonuses, and other cash awards to members of the Senior
Executive Service is reserved to the Administrator. No delegation is specified.

b. The Center Director may approve cash awards up to $7,500.00 for General Schedule and Federal Wage
System Employees. The Center Director also has the authority to approve all other Goddard awards and
external nominations. Any portion of these authorities may be delegated to subordinate management levels
or authorized committees.

c. The Institutional Associate Administrator (Code Y) has authori‘gy to approve bonuses of 5 gaercex_lt of

- salary to employees in Senior Scientific and Technical positions (SST’s) in SST pay levels 1-6 within
allocations established bg the Administrator. The Center Director has authority to approve bonuses of up to

5 percent to SST’s in SST pay level C. Other cash awards are subject to the same limitations.

d. Directors of and Staff Office heads are dele]%gted authority to agprove quality step increases and

individual cash awards of $4,000.00 and less. Directors of may redelegate any portion of these authorities

down to any subordinate supervisory level or to an authorized peer review committee.

e. Goddard Awards - Delegations as identified in Appendix C.

f. Time-off Awards - Delegations as identified in Appendix E.

g. Cash Awards - Delegations as indicated in this paragraph 6.



7. MEASUREMENT

Center awards and sugport_ing processes will be periodically evaluated to determine if they are meetin
policy and program objectives. Measures will include areas such as: analysis of distribution of awards,
employee and management perceptions of effectiveness, and the efficiency of awards processes.

8. CANCELLATION

a. GMI 3451.1B, “Incentive Awa’;ds for the Goddard Space Flight Center”, dated August 12, 1983.

1.4, “Safety Awards Program”, dated February 17, 1981.
{

A.V.Diaz
Director






Appendix A

Date_Aug. 18, 1998

ANNUAL CENTER AWARDS CEREMONY

AWARD TARGET SKILL GRADE # INDIV. OR STRATEGIC PLAN RECOGNITION*** ALL PRESENTATION FREQUENCY CALL NOMINATOR REVIEW DECISION
POPULATION GROUP GROUP** VALUES GOALS PROCESS
1. National Resource Civil Servants All All Both A,C,D,I, Nat’l. Resource Certificate, Choice of Sabbatical or Center Ceremony Annual Annual Open to All Sub SAC
Contractors® 1=6-12 R, T Conf./Tmg/Sem. Committee
Ext. Team Mem. G=3-5 SAC
2. Center of Excellence Civil Servants Al All Both A CD,I Center of Certificate, Choice of Sabbatical or Center Ceremony Annual Annual Open to All Sub SAC
Contractors* I=6-12 R, T Excellence Conf./Tmg/Sem. Committee
Ext. Team Mem. G=3-5 SAC
3. Excellence in Outreach Civil Servants All Al Both All Outreach Certificate, Choice of Sabbatical or | Center Ceremony Annual Annual Open to All Sub SAC
Contractors* I=5-10 Conf./Tmg/Sem. Committee
Ext. Team Mem. G=3-5 SAC
4. Outstanding Mentor Civil Servants All All Indiv. All Workforce Certificate, Conf./Tmg/Sem. Center Ceremony Annual Annual Open to All Sub SAC
1=2-4 Committee
SAC
5. Diversity Enhancement Civil Servants All All Both All Workforce Centificate, Conf./Tmg/Sem. Center Ceremony Annual Annual Open to All Sub SAC
Contractors* 1=2-4 s Committee
Ext, Team Mem. G=1-13 SAC
6. Outstanding Leadership Civil Servants All All 1=5-8 All All Certificate, Conf./Tmg/Sem. Center Ceremony Annual Annual Open to All Sub SAC
Committee
SAC
7. Award of Merit Civil Servants All All I=3-5 All All Certificate, unique desk top item Center Ceremony Annual Annual Open to All Sub SAC
Committee
SAC
8. Civil Service Excellence Civil Servants All All 1=3-5 Al All Certificate, Conf./Tmg/Sem. Center Ceremony Annual Annual Open to All Sub SAC
Committee
SAC
9. Contractor Excellence Contractors All All 1=3-5 All All Certificate Center Ceremony Annual Annual Open to All Sub SAC
Committee
SAC
10. Emergency Response Award Civil Servants All All Both All Outreach Certificate Center Ceremony Annual Annual Open to All Sub SAC
Contractors* 0-1 Committee
Ext. Team Mem. SAC
11. Outstanding Teamwork (Gold) Civil Servants All All G=2-3 A,C,D,LR, | All Certificate Center Ceremony Annual “Best of N/A Selection from Sub SAC
Contractors* T Best” Quarterly Award Committee
Ext. Team Mem. Recipients SAC
Institutional Support (Gold) Civil Servants All All Both A,C,D,R, T | Centerof Certificate Center Ceremony Annual “Best of N/A Selection from Sub Committee | SAC
12. Infrastructure Contractors* 1.1=1-2 Excellence Best” Quarterly Award SAC
13. Programmatic Ext. Team Mem. 2. I=1Sc Infra. Recipients
1En Nat’l
1Te Resource
14. Secretarial and Clerical Civil Servants Sec.and All Both All All Certificate Center Ceremony Annual “Best of N/A Selection from Sub Committee | SAC
Excellence Award (Gold) Clericals I=1-2 Best” Quarterly Award SAC
Recipients
15. Robert C. Baumann Memorial Civil Servants All All I=1 All Nat’l Resource Plaque, Certificate Annual Award Annual Annual Open to All Special Comm. | Ctr Dir
Award for Safety, Reliability & Ctr Excellence Ceremony
Quality Assurance
* Includes contractors and external team members such as employees from other government agencies or educational institutions.

** Approximate number of awards annually,
#s¢ _ Contractors and external team members are only eligible for honorary recognition. Civil Servants are to receive the stated form of recognition. All sabbaticals (a period of travel and study), training, or conferences resulting from these awards must be work related and are to be taken within 1 year of
the date of presentation or will be forfeited. Exceptions must be approved in advance by the Center Director or designee. Group members receive certificates only.
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QUARTERLY CEREMONY

AWARD TARGET SKILL GRADE | #INDIV. STRATEGIC PLAN RECOGNITION ALL** PRESENTATION | FREQUENCY | CALL NOMINATOR REVIEW DECISION
OR

POPULATION | GROUP GROUP* VALUES GOALS PROCESS
11. OQutstanding Teamwork Civil Servants All All T=2-3 A,C,D,I, | Al Certificate Quarterly Ceremony | Quarterly & Qtrly & | Opento Al Sub Sub Com
Team (Silver) Contractors & R, T Annual “Best Annual Committee

Team Members of Best” SAC
Institutional Support (Silver) Civil Servants All All 1.1=2-4 | A,C,D,1, | Centerof Certificate, cash Quarterly Ceremony | Quarterly & Qtily & | Open to All Sub Sub Com
12. Infrastructure Contractors & G=1-3 | RT Excellence Annual “Best Annual Committee
13. Programmatic Team Mem. 2. 1=2-4 Infrastructure of Best” SAC

G=1-3 National
Resource
14. Secretarial and Clerical Civil Servants Sec.and All IG=3-5 All All Certificate, cash Quarterly Ceremony | Quarterly & Quly & Open to All Sub Sub Com
Excellence Award (Silver) Clericals Annual “Best Annual Committee
of Best” SAC

15. Quality & Process Civil Servants All All 1=4-6 A,C,D,1, | Business Certificate, cash Quarterly Ceremony | Quarterly & Qtrly & | Open to All Sub Sub Com
Improvement (Silver) Contractors & G=2-4 R, T Processes o Annual “Best Annual Committee

Team Mem. of Best” SAC
16. Customer Service Civil Servants All Al I=4-6 A, C,D, 1, | Al Certificate, cash Quarterly Ceremony | Quarterly & Qtrty & | Open to All Sub Sub Com
Excellence Contractors & G=2-4 R, T Annual “Best Annual Committee
(Silver) Team Mem. of Best” SAC
17. Safety Award of Honor Civil Servants All All G=1-2 All Workforce Certificate, cash Quarterly Ceremony | Annual Annual Open to All Sub Sub Com
(Gold Only) Contractors & Committee

Team Mem. SAC

* Approximate number of awards per quarter.

** Contractors are only eligible for honorary recognition. Group members receive certificates only.
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CENTER QUALITY SYMPOSIUM

AWARD TARGET SKILL | GRADE # INDIV. STRATEGIC PLAN RECOGNITION ALL** PRESENTATION | FREQUENCY CALL NOMINATOR REVIEW DECISION
OR
POPULATION | GROUP GROUP* VALUES GOALS PROCESS
15. Quality & Process Civil Servants All All Both AC, D1 Business Certificate Center Ceremony Annual “Best of | N/A Selection from Sub SAC
Improvement (Gold) Contractors & [=2-3 R, T Processes Best” Quarterly Committee
Team Mem. G=2-3 Recipients SAC
16. Customer Service Civil Servants All All Both A,C, D, 1 All Certificate Center Ceremony Annual “Best of | N/A Selection from Sub SAC
Excellence Contractors & =2-3 R T Best” Quarterly Committee
(Gold) Team Mem. G=2-3 Recipients SAC

o Approximate number of awards annually
*+ Contractors are only eligible for honorary recognition. Group members receive certificates only
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MANAGEMENT COLLOQUIA
AWARD TARGET SKILL | GRADE #INDI1V, STRATEGIC PLAN RECOGNITION ALL PRESENTATION | FREQUENCY | CALL NOMINATOR REVIEW DECISION
OR
POPULATION | GROUP GROUP* VALUES GOALS PROCESS
Outstanding Management Civil Servants All All Indiv. All All Certificate, choice of sabbatical Mgmt. Seminar Annual Annual Open to All Sub SAC
18. Senior and Mid-level Sup. & [=2-4 Workforce or Conf./Trng/Sem. Committee
19. Ist Line Supervisor and Grp. 1=4-6 SAC
Team Leader Leaders

* Approximate number of awards annually.
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MEMORIAL AWARDS

AWARD TARGET SKILL | GRADE | #INDIV. RATEGICPLAN | RECOGNITION ALL | PRESENTATION | FREQUENCY | CALL NOMINATOR [ REVIEW | DECISION |
OR
POPULATION | GROUP GROUP VALUES GOALS PROCESS

20. Moe I. Schneebaum Civil Servants All Al I=1 All Nat'l Plaque, Certificate m_._w:.no::m Annual Annual Open to All Special Ctr Dir
Memorial Award for Resource Colloquium Comm.
Engineering Ctr Excell.
21. Wiiliam Nordberg Memonial | Civil Servants Al All T=1 All Nat'l Plaque, Certificate Science Colloq. Annual Annual | Open to All Special Ctr Dir
Award for Earth Science Resource Comm.

Ctr Excell.
27, John C. Lindsay Memonial | Civil Servants All Al T=1 All Nat'l ~Plaque, Certiicate Science Colloq. Annual Annual | Open to All Special Cu Dir
Award for Space Science Resource Comm.

_ CtrExcell. | G

23. Robert C. Baumann Civil Servants All All I=1 All Nat'l Plaque, Certificate Annual Award Annual Annual Open to All Special Ctr Dir
Memorial Award for Safety, Resource Ceremony Comm.
Reliability & Quality Assurance Ctr Excell.
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Appendix B Date Aug. 19, 1998

GODDARD SPACE FLIGHT CENTER AWARDS

OVERALL EVALUATION CRITERIA

All nominations will be considered'against these overall criteria, as well as the individual criteria
for each award:

¢ Nominations should be made after the completion of a product, service, or action or when the
values and behaviors represented in an award and its criteria are in evidence. A discrete part
of an activity may be nominated when its performance may be judged independent of the
larger effort. ,

e Nominations should be timely, which would normally include activities completed within the
24 months preceding evaluation. For career awards or those awards covering sustained
performance, there are no time limits.

e Nominations should demonstrate the relationship of the nomination to the Center’s mission,
strategies, goals, or values on which each award is based.

¢ Nominations should be for outstanding performance and accomplishments that exemplify or
model one or more specific criteria of each award.

¢ Different skill groups and employees at different grade levels contribute to the Center’s
mission in many different ways. Evaluations will consider the accomplishments relative to
the scope of the nominee’s job responsibilities.

e Regardless of the number of nominations, recognition will only be made each year for those
awards for which accomplishments meet the criteria and warrant special Centerwide

recognition.

Awards Summary

Quarterly Awards (Silver):

e These awards are selected and presented on a quarterly basis.

e The nomination process is open and periodic notices will be made when nominations will
close for a specific quarter.

e These awards are honorary (a silver colored medallion mounted on a plaque with a
certificate) and monetary; Civil Servants eligible to receive monetary awards will receive a
$1,000 Special Act Award. .

Presentation of these awards will be at a quarterly luncheon.

e Recipients of quarterly awards will be the nominations for Annual Awards in that same

category.
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